
        CHECKLIST FOR NEW EMPLOYEES 
 

Name: ________________________________________________________________________ 
 
Office: ________________________________________________________________________ 
 
EOD Date: ___________________________________________________________________________________ 
 

 
SECTION 1:  CONDUCT OF A FEDERAL EMPLOYEE-Essential reading for all new employees 
 
o Standards of Ethical Conduct o Debt o Use of Government Property 
 
o Financial Disclosure 

 

 
o Use of Government Credit Card 

 
o Travel Policies &  
        Regulations  

o Political Activity 
 

o Fraud, Waste and Abuse  

o Outside Activities  
 

o Use of Government Owned 
Vehicles  

 

 

 
SECTION 3:  BENEFITS  
 
o Retirement o Life Insurance o Workers’ Compensation 

 
o Health Benefits 
 

o Telecommuting o Designation of Beneficiaries 

o Long Term Care Insurance o Flexible Spending  
        Account 

o Employee Assistance 
         Program 

 
CERTIFICATION OF COMPLETION 
 
As a Federal Employee, I understand that I am responsible for knowing and complying with the rules 
governing my conduct as an SBA employee.  I acknowledge that I have read the above information in 
the Required Reading and Know Your Benefits Section of the On-line Orientation Program.   
 
 
______________________________________       __________________________________________ 
Employee’s Signature                      Date                  Human Resources Specialist                Date 

 
DISPOSITION: File original in left side of Official Personnel Folder and give one copy to employee. 

SECTION 2:  EMPLOYEE INFORMATION 
 
o Merit System Principles 

 
o Paychecks o Labor Organizations 

o Prohibited Personnel Practices o Overtime o Official Policy and Procedures 
 
o Performance Appraisal System 

 
o Employee Recognition 

 
o Records Management 

 
o Rights and Remedies 

 
o Employee Suggestions 

 
o COSO & Internal Controls 

 
o Hours of Duty 

 
o Leave 
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